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OC-Area Records Officer
Archiving Procedure
1. The OC hes in its limited office space 25% cubic feet

of material prepared for archives of which 6 cubic feet of meterial
was returned from the Records Center due to procedural differences.

2. The archiving procedure was discuesed with | zg§:‘]
Records Center on 15 November 1961. requesied fore 2
warding of an Original angd 3 coples 6T Form LD (Records Retirement

Request), and 1 copy of Form 1h40a (Records Shelf List) listing

only the container number sng the file folder numbers contained in
each box. stated at that time that a shelf list of all
folders by T or Division Symbol, and folder number with each
folder title was not needed or wanted by the Records Center. This
subject has been discussed by the OC-Records Officer with the
various OC Divisions and Staffs concerned with accountability of
records, and it was determined that it is necessary for the Records
Center to keep a copy of the Shelf Listing as an index to mwaterial
archived.

3. In view of the fact that g resolution of these procedural
differences is required, it would be appreciated if you would arrange
to discuss this matter with us further at your earliest opportunity.
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